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Purpose

Use this procedure to enter a new e-mail address for an employee (never entered in HRMS) or
update an existing e-mail address.

Trigger
Perform this procedure when an employee does not have access to Employee Self Service
(ESS).

Prerequisites

E-mail will be the primary form of communication with job seekers, it is important that
employees have a valid e-mail address in the system.

Transaction Code
PA30

Helpful Hints

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types
of messages and responses are shown below:

Message Type Description

Error ﬁ
Example: Make an entry in all required fields.

@

Action: Fix the problem(s) and then click @ (Enter) to proceed.

Warning Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

@ Action: If an action is required, perform the action. Otherwise, click

ﬁ (Enter) to proceed.

Confirmation & _
Example: Save your entries.

i or @ Action: Perform the required action to proceed.
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Procedure
1. Start the transaction using the transaction code PA30.

Maintain HR Master Data

Maintain HR Master Data

Find by

< % Person
[ Collective sea
[ searchterm
[ Free search

Basic Personal Data

[I— 1 3 W T ] [Petios

Actions ) Period

_Organizational Assignment Fr. 01/81/1800 To 1243179999
_Personal Data O Today O currweek
Addresses @81 () Gurrent month
Flanned Working Time ' From curr.date Lastweek
|_|Basic Pay O Up to Today ' Last month
|_|Contract Elements O Gurrent Period [ Current Year

Date Specifications

FamilyiRelated Person

Direct selection
Infotype

& Enter a persannel number [+ | RTO (1) (501) P2 ssvaphrtedci OVR

2.  Complete the following fields:

Field Name R/O/C Description
Personnel no. R  |Employee’s Personnel Number
Example: 200000028

3. Click ﬂ (Enter) to validate the information.
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Maintain HR Master Data

JH I eaa | o 4 s v N e e R N

Maintain HR Master Data

ZDAANGZE (=)
Find by | Michael Agodoa
& ﬁ Ferson @EI
[ collestive sea .BB

[l search term
[l Free search

Addtl. Personal Data

— ]| T ] [Period

Monitaring of Tasks ) Period

Family MemberDependents Fr. 0148171800 Ta 1243119999
Education ) Today ) Currweek
OtherPrevious Employers @ a1 (i current month
| |Ohjects on Loan ) From curr.date O Lastweek

Additional Personal Data O Upto Today ) Last month
Military Service ) Current Period () Current Year

B

Comrmunication

Direct selection
Infotype

> | RTO (1) (501) 5l ssvaphttedei OVR

4. Click the [ Addtl Person. |,

5.  Click the gray box to the left of DCDmmunicatiun |E|| to select.
To Create a new record, continue to Step 6.

To Update an existing record, go to Step 12.

6. Click (Create) to create a new record.
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Subtypes for infotype "Communication” (1) 13 Entries Found
Subtypes for infotvpe " Communication® (11 13 Entries Found

R estrictions |

v | E | |G & 0

5Typ |MHame |
0001 | System user name (SY-LIMNAME)
nooz  SAP2

0003 Metpass

noo4 TSO1

nons  Fax

nooe  vaoice mail

0010 E-mail

0011 Credit card number(s)

0020 Firsttelephone number at work
CELL Cell Phane

MAIL  E-Mail

MPHM Car phonefother mohile phone
FAGR Pager

13 Entries Found

7. CIick|':”:'a“:I E-mail to select.

8. Click (Copy) to accept.
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Create Communication (0105)

= {0 Person

T collective sea a1/01/1800 e 12/31/9939]
[l Search term

[l Free search

Type 0810 E-mail
[ W[«0f| 'Dnumber ]

9.  Complete the following fields:

Start R |The starting date of the record.
Example: 10/01/2006

ID/number R  |The employee’s e-mail address
Example: Michael A@LNI.wa.gov

10. Click .ﬂ (Enter) to validate the information.

11.  Click .i (Save) to save the record.

: You have completed the steps for creating a new record.

Update an Existing Record
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Maintain HR Master Data

He@a@ o0 E ANa8 ) EE @

Maintain HR Master Data

ol

20000928 (=)
Find by Michael Agodoa
& ﬁ Ferson @EI
[ collestive sea aa|

[l search term

[l Free search
Addtl. Personal Data

Period

Monitaring of Tasks ) Period
Family MemberDependents Fr. 0148171800 Ta 1243119999
[

| I KDY

Education o
OtherPrevious Employers

Chjects on Loan

Additional Personal Data o
hilitary Semnice

O Today O Currweek

@ A1 () Current month
) Fram curr.date O Lastweek

(' Upto Today () Last manth
) Current Period () Current Year

Residence Status

Direct selection

Infotype Carmmunication STy OB18 E-mail

@ Recard created [+ | RTO (1) (501) P2 ssvaphrtedei  OWR
=

12. Click E (Overview) for an overview of all actions associated with the Communications
(0105) infotype.
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List Communication (0105)

= {0 Person

30 Cotecr e (3 Bhoss8 o1/l 127211309
[l search term

[l Free search

13. Click the grey box to the left of the record with an End Date of 12/31/9999 for the E-mail
record.
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List Communication (0105)

Z|  wJH e@e SlE anon FE @
List Communication (0105)

D7 a
P e e

Find hy

<2 @ Person 4|:|

(il Collective sea | [ -001 0
{H Search term

(i Free search

14. Click == (Copy) to copy and continue.
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Copy Communication (0105)

Z| 00 zaBeee LHE f000 PR @®
Copy Communication (0105)

-20000928 Michael Agodoa
Find by 2350 0
= ﬁ Ferson -9903 .ﬂﬂ
mCDIIective sea _11."01."2808 1243179999

(i} search term

(i Free search —

Type 8818 E-mail

[ el IDinumber MICHAELABLWI . WA GOY

15. Complete the following fields:

Field Name R/O/C Description

Start R The start date of the new record.
Example: 11/01/2006

ID/number R  |The employee’s e-mail address
Example: Michael A@LNI.wa.gov

16. Click ﬂ (Enter) to validate the information.

17. Click .i (Save) to save the record.

18. You have completed this transaction.

Result
You have entered an employee’s e-mail address.

Comments

None.
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